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Dear Burts 


New thet our first unit ie depleyed, it ie expected thet it wl 
be meceesaxy for you to send certain personnel overseas on TOY trips to 
handle your y's reapensibilities in comection with our activities. 
We, therefore, wish to euphesize the procedures unter which thie TOY neve- 
ment aay be wost expeditiously ecoumpli shed. 

In order thet personnel gain access to the scene of our activities 
this Headquarters mnet provide them vith suitable orders end personal iderti~ 
fication, It will be necesuary thet each individual heve in his possension 
a valid pasaport; imvenization record (International Kealth Card) attesting 
to aompletion of inneculatione for anslipox, typheid, yellow fever and tetanus; 
and the atere mentioned documentation, He should, therefore, like tu be 
advised as soon ae peapidle of all TOT trips which my be oseercery for your 
perecnnel, It should be emphasized tht ve ahoul? receive edviee in Read~ 
quarters of wuch trips at least 2] days in advances for theese persorrel who 
do not now heve a pnagport, and at least 1, days in advance of the date of 
déeparturc for those personnel vhe alrendy have valic passports. 


The information thet we would need consietes offs 


The individual's name, 

Bis heme sddress oxi telephone there. 

Bis position in your Company (Engineer, Admin Officer, ete.). 

His proposed itinerary. 

The length of stay at our inste lation. 

The purpose of tre trip. 

Manes ef epectfic incividuals who should be avallebic for 
dGiecussions with the traveller during hie visit te the 
instalation, 


receipt of the above inforzmtion, we will initiate 4 request 
to our eit to aske suiteble reservations for bi.leting at the scene of our 
activities, and ve will also furnish your traveller with inforsetion 
eeecerning means of contacting our activity once the traveller has arrived 
oversens, ‘Transportation reservatione for the overseas portion of the 
itinerary will be aade by this Headquerters. 


We certeinly hope by this procedure te smooth the peth fer necessary 
tripe ty personnel of your orgenization vho may be required to surcort our 
activities oversses, and if there are any points raised herein which need 
@larifiection, plerse advise uc at your eerliest convenience. 


Distrs 1&2 - Addressee (R-W) a SE Sincerely, 25X1A 
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